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WBSCM Service Desk Contact Info

Standard support hours:
8:00 AM to 6:00 PM Eastern Time
Mon - Fri, excluding Holidays
Off-Hours Support vis email, voicemail and Self-Service Desk Portal

Service Desk Contact Information
Phone: 877-WBSCM-4U or 877-927-2648
Email: WBSCM.servicedesk@CACI.com

Web form link on WBSCM Portal: https://cacifedramp.service-now.com/wbscm/




eAuth Help Desk Info

ITS Service Desk at 800-457-3642
OR
eAuthHelpDesk@ftc.usda.gov




WHEN THE STATE SETS UP
YOUR WBSCM ACCOUNT



YOU WILL RECEIVE THIS EMAIL — Check SPAM

From: WBSCM_USER_REGISTRATIONEAMS.USDA.GOV [mailto;WBSCM USER_REGISTRATIONEAMS .USDA.GIV]
Sent: Wednesday, March 16, 2811 1:31 PM

To: Golia, Dom

Subject: Action Reguired: Register USD4A WESCM User Account

Didn't Receive the
Email? Check Spam
or Contact Your IT
Dept and ask them
to make sure this
email address is
allowed

Thiz email is for the individual idermtified in the greeting line and
cannek be shared with any cother user.

Dear Dom Golid,

A user account has been created for you on the United States Department
gf fgriculture (USDA) Web-Based Supply Chain Management (WBSCM) System.
In order to access this accoumt, wouw will need to obtain & wsername and

pagsword from the USDA ghuthentication System.

Important:

The email address appearing in the Jg: line of this message, and the
last mame of the recipient in the greeting line must be entered in
EMQ‘;DJ;W registration forms. Failure to follow this procedure
will result in an error message during WBSCM registration.

1. If you do not alr*ead}r have an W@M account, please access

2. Once your ghuthentication accoumt has been activated, please access
the following address to complete your WBSOM registration:

hitps://portal.wbscm. usda. gov/registration Yaction=init&token=3e%¥2B5riepBiduvHpY of ¥2FlkyINiF Bz opGNCZHE2EWEE
WlzMvAKign2mr OXeH7nW2AFF%2F

3. Once vou have completed yvour WESCM registration, please use the
following URL for ALL future WBSCM logins: hitp://www.usda.gov/wbsom

If you have any gquestions, please comtact your user administrator.
dan.sadowski@ct .gov

This is an automatically generated messapge. Please do not reply back to

this email.



STEP 1

————— Original Message-----

From: WBSOM_USER_REGISTRATIOMNEAMS.USDA.GOV [mailto;WBSCM_USER_REGISTRATIONEAMS .USDA.GOV]
Sent: Wednesday, March 16, 2811 1:31 PM

To: Golia, Dom

Subject: Action Required: Register USDA WESCM User Account

Thisz email is for the individual idemtified in the greeting line and
cannot be shared with any other user.

Dear Dom Goig.l

A user account has been created for you on the United States Department
gf fgriculture (USDA) Meb-Based Supply Chain Management (WBSCM) System.
In order to access this accoumt, wou will need to obtain a username and

pazswerd from the USDA efuthentication System.

Important:

The email address appearing im the Jg: line of this message, and the
last name of the recipiemt in the greeting line must be emtered in
efduthentication registration forms. Failure to follow this procedure
will result in an error message during WBSCM registration.

1. If you do not already have an gAuthentication account, please access
http://wew. eauth.egov.usda.gov/eauthCreateAccount. html to request a Level 1 account.

2. Once your gAuthentication account has been activated, please access
the following address to complete your WBSCM registration:

hittps://portal.wbscm. usda. gov/registration Yaction=init&token=3e%2B5r iepBiduvQHpY of %2 Fky1NiF Bz opGNCZHE2BWBE
WlzMvAKign2mrOXeH7nW2 AFF%2F

3. Once vou have completed your WESCM registration, please use the
following URL for ALL future WBSCM loginms: hitp:/fwww.usda.gov/wbsom

If you have any gquestions, please comtact your user administrator.
dan.sadowski@ct .gov

This is an automatically generated message. Please do not reply back to

this email.



Click on “Level 1 Access”

| QuickLinks W ~ o an Account

+ What s an account?

b Create an account

F Update your account :
If you are a USDA Federal Employee , yvou should visit the USDA Employee Create an
Administrator Links Account page to create a USDA efsuthentication Employee &ccount,

I Local Registration If you are a customer {(non USDA Federal Employee) of USDA , vou should answer the
Authority Login following questions to determine the tvpe of account vou will need:

wWhat Level of Access do vyou need?

Would yvou like to interact with the U=DaA doing the following?

- Conducting official electronic business transactions wia the Internety
- Entering into a contract with the USDAaY
- Submitting forms electronically via the Internet with a USDA agency?

If you answered TYES to 1 or more of the questions, you will need to register for an
efuthentication account with Level 2 Access.

If vou already hawve an account with Level 1 Access, log into your profile and apply for Level 2
Acocess,

Would yvou like to interact with the USDa doing the following?

- Customizing a Web portal page for specific information about USDA agencies’y
- Cbtaining general information about a specific USDA agency?
- FParticipating in public surveys for a USDA agency?

If you answered TES to 1 or more of the questions g rnn will need to register for an
esuthentication account with Level 1 Access, \-l

efuthentication Horme | USDA, gow | Site\r'-'Lap

B Accessibility Staterment | Privacy Policy | Mon-Discrimination Staterment | www. FirstSGow,. gow




Create your Password

Required Requirements: Passwords Should Not:
e 9 to 12 characters long * Be Dictionary Words

» At least one uppercase «Contain Profile Info
At least one lowercase (i.e. Mother’s Maiden

» At least one number Name, Date of Birth,
(1-9) PIN, Phone, Email, etc)
» At least one special

character

Change your password every 180 days!



Create Your eAuth Account

[ QuickLinks Ml Craate an Account
r What is an account?

Form &Approved - OMB Mo. 0503-0014 Create an Account Help

Level 1 Accezs
k nt
Update your accou Step 1 of 4: User Information
Administrator Links If vou are a USDA Federal Employee, click Employee Create an Account to continue with the

UsDa efuthentication registration process.

I- Local Registration J P
Authority Login Public customers should complete the information below to create a USDA account. Please read

: the eAuthentication Privacy Act Statement and Public Burden Statement for more
information on how your personal information will be protected.

All required fields are marked by an asterisk (¥*). Enter your first and last name exactly as it
appears an your government issued photo ID (e.g. state driver's license).

Last Name User ID%: ansoniadom 6-20 characters
Must Password*: TIIIlI 9-12 characters
Match Click here for additional requirements

WBSCM Confi 5 .
Last Name onfirm Password™: TIIIIIIIL

First Name*: Dom

Middle Initial:

Last Name™*: Golia

Home Postal/Zip Code:

United States w

Email address must be valid to
complete registration

dom.goliai@ansonia.org

Country Mame™*:

mail*:

Confirm Email*: dom.golja@ansonia.org

1T
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Click “Submit” Button

USDA Unitad States Depariment of Agricullura
s USDA eAuthentication

| Quick Links

- What is an account?

¢ Create an account

k- Update your account

Administrator Links

F Local Registration
Authority Login

Home | AbouteAuthentication: Help i ContactUs : Find an LRA

Create an Account

Level 1 Access

Step 2 of 4: User Information Confirmation

Werify vour Level 1 access information.
Click the Back button to make changes or click the Submit button to create your account with

Level 1 access.

User ID:
Password:

: First Name:
Middle Initial:

Last Name:

Home Postal/Zip Code:

Country Mame:
Email:

ansoniadom
** Mot Shown **
Dom

Golia

United States
dom.golia@ansonia.org

Pleaze verify that vour information is correct before clicking the Submit button.

~—
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Check Your Emaill

USDA United States Department of Agrcullure
s YSDA eAuthentication

s e =t O o e et

Y

" [ — - 7

Home @ AbouteAuthentication: Help | ContactUs : Find an LRA

[ QuickLinks W Create an Account

- What is an account?

Level 1 Access
Step 3 of 4: Print and Check Email

b Lpdate your account Please print this page for future reference.

Administrator Links :
Congratulations

b Local Registration
Authority Login
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You Will Recelve a 2nd Emaill

From: eAuthHelpDesk@ftc.usda.gov [mailto: eAuthHelpDesk@fte. usda.qov]
Sent: Wednesday, March 16, 2011 1:49 PM

To: Sadowski, Dan

Subject: Action Required: Instructions to Activate Your LUSDA Account with Level 1 Access

Didn’t Receive the
Email? Check
Spam or Contact
Your IT Dept .

Level 1 Access
Step 4 of 4: Link to Account Activation page

Congratulations Ansonia Sadowski, you have successfully created a USDA eAuthentication account with Level 1 access.
Before you can use your account with Level 1 access you must do the following:

1. Please wait approximately 200 minutes from the receipt of this email before vou can activate vour account with Level 1 access.
2. Activate your account within 7 days of the cheipt of this email

3. Click ACTIVATE MY ACCOUNT _ s |

The User ID vou created is: Ansonia Sadowski
The email address you provided is: dan.sadowski{@ct.gov

Please print and retain this message for future reference.
NOTE: If you do not click on the "Activate My Account" link within the required 7 days, your account will be terminated and you will have to start the entire process over again
Once vou have activated vour account vou will have immediate access to the USDA portals and applications that accept accounts with Level 1 access.

You can view or update vour account information by clicking UPDATE YOUR ACCOUNT. You can also access vour account information from the USDA eAuthentication web site at
http-/www_eauth.egovusda.gov.

If vou need further assistance, please email the ITS Service Desk at eAuthHelpDesk(@fic.usda.gov or 800-457-3642.

Please include the following information in vour email-

* Your first and last name

¢ Your eAuthentication User ID

* Indicate whether vou are a public customer, federal employee, state, or district emplovee
* If vou are a federal employee, provide the name of your emploving agency

® The URL (Web Address) of the Web site or application vou were attempting to access

®_The text of anv error messases and a detailed descrintion of the nrohlem 12




Your Account Has Been Activated!

USD’A United States Departiment of Agriculture
s YSDA eAuthentication

=z yme 3 - a "

- oiee . k v - - . i i v |
e ey = s E 2 A = " 3 =y -, - | e B = o

Home : AbouteAuthentication: Help i ContactUs | Find an LRA
QUloLinks Account Activation
F What is an account?

¢ Create an account
b Update your account Thank you, your account has been activated.

Administrator Links If you are a USDA Federal Employee, no further action is needed.

b Local Ragistration Please wait approximately 20 minutes from the time of activation before using this account.
Authority Login

If yvou are a public customer (or a non-USDA Federal Employee) of USDA and are
applying for a USDA Account with Level 2 access, you will still need to visit a USDA
Service Center for identity-proofing if vou have not already.

If you are a public customer {(or a non-USDA Federal Employee) of USDA and are
applying for a USDA Account with only Level 1 access, no further action is needed.

efuthentication Home | USDA.gov | Site Map

h Accessibility Statement | Privacy Policy | Non-Discrimination Statement | www.FirstGov.gov
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STEP 2 — Go Back To The First Emall

————— Original Message-----

From: WBSOM_USER_REGISTRATIOMEAMS.USDA.GOV [mailto;WBSCM_USER_REGISTRATIONEAMS .USDA. GOV]
Sent: Wednesday, March 16, 2811 1:31 PM

To: Golia, Dom

Subject: Action Required: Register USDA WESCM User Account

Thisz emall is for the individual idemtified in the greeting line and
cannot be shared with any other user.

Dear Dom Goia,

A user account has been created for you on the United States Department
gf fgriculture (USDA) MWeb-Based Supply Chain Management (WBSCM) System.
In order to access this accoumt, wou will need to obtain a username and

pazswerd from the USDA ghuthentication System.

Important:

The email address appearing im the Jg: line of this message, and the
last name of the recipiemt in the greeting line must be emtered in
efduthentication registration forms. Failure to follow this procedure
will result in an error message during WBSCM registration.

1. If you do not already have an gﬁg;g;n;&ggg;gﬂ account, please access

2. Once your gAuthentication account has been activated, please access
the following address to complete your WBSCM registration:

q https://portal.wbscm.usda.gov/registration?action=initi&token=3eX2B5riepBiduvQHpYofi2F
— / ky1NiFBzopGNCZH%:2BUWBEWI zNvAKLign2mr-0X eH7 nl2AFF%2F

3. Once yvou have completed your WEBSCM registration, please use the
following URBL for ALL future WBSOM logins: hitp:/fwwwi.usda. gov/wbsom

If you have any questions, please contact your user administrator.
dan.sadowskigct . gov

Thiz i= an automatically generated message. Please do not reply back to
thiz email.l
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Home : About eAuthentication: Help : ContactUs ;| Find an LRA

*****************WARNING*****************

* You are accessing a U.S. Government information systemn, which includes (1) this computer, (2) this
computer network, (3) all computers connected to this network, and (4) all devices and storage media

attached to this network or to a computer on this network. This information system is provided for U.5.
Government-authorized use only.

#* Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal
penalties.

# By using this information system, you understand and consent to the following:

2 You hawe no reasonable expectation of privacy regarding any communications or data transiting or
stored on this information system. &t any time, the government may for any lawful government

purpose monitor, intercept, search and seize any communication or data transiting or stored an this
information system.

o Any communications or data transiting or stored on this information system may be disclosed or
used for any lawful government purpose.

2 Your consent is final and irrevocable. You may not rely on any statements or informal policies
purporting to provide you with any expectation of privacy regarding communications on this system,

whether oral or written, by vour supervisor ar any other official, except USDA's Chief Information
Officer.

*t********t******WARNING**t*******tt*****

[Canccl_] [ | Agres _] \’_l
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Enter the eAuth USER ID and Password You Just Created

l_]IS]:);Al United States Department ol Agriculture
s USDA eAuthentication

e T

- Create an account
F Update your account

Administrator Links

F Local Registration
Authority Login

iy g
{ piame. =l

Login with

T

_— N e TR —

Home @ About eAuthentication :

[[uickLinks =W o A thentication Login

F What is an account?

my User ID and Password

=l S =

= _— e B ke ke

Help i ContactUs : Find an LRA

User ID:

Password:

ansoniadom 'r\l_|

Forgot your User ID7?

..l-llllllll| II\‘I_|

Forgot your Password?

Change My Password

Login \,El
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Click “Accept” and “Submit”

)A United States Department of Agriculture
ﬁ WBSCM User Validation

WBSCM Rules of Behavior

Eule=s of Behavior

[ >

(Version 1.0)

Web Based Supply Chain Management (WESCHM) participants must understand and
agree to their information security responsibilities to be allowed access to
the WEBSCH system. WESCH rules of behavior for all participants include, but
are not limited to, the following:

1. Participants shall understand and comply with United States Department of
Agriculture (USDA) policies and procedure=s, and with federal, =state, and local
laws=.

3. Users shall protect their UserlID=s and passwords from disclosure.

OAccept _ ummm—
(O Reject
Submit \;_l
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Congratulations! You've Made it into WBSCM!

@News and &lerts - WESCM Portal @ - r [ Eé] v Page = Safety = Tools - '@v

SDA United States Department of Agriculture

e Welcome Jane Doe Log Of
Sl \\eb-Based Supply Chain Management e —

oy o L e L

Newsand Alerts  Inbox =

Hews and Alerts | Back Forward [
[4]#] 4
| Detailed Navigation =]

Forums My Control Panel

L Hews and Alerts ‘ Forum Homs

| Portal Favorites B Forum | Category Views Topics /Messages  Last Post
[l items to dizpl ‘
! EIE Are N0 LEMs 1o dispiay . > | WBSCM News and Announcements 120 0/0 Mar 8, 2010 1:21 M
@ |ENS News and Announcements 1 0/0 Mar8 2010 2:17 PM
@ .FNS News and Announcements (RA) ) 0/0 Mar9. 2040 2-18 PM
@ |USDA Holds and Recalls 3t 0/0 Mar 8 2010 2:13 PM

& New content since your last visit
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MS Internet Explorer 8 Compatibility & Disable Pop-Up Blocker

Mews and Alerts - WBSCM Portal - Microsoft Internet Explorer provided by New York State OGS - |ﬁ'|i|
LA i s s e . +. LI =
5.\_) - |g, https: fiwbscrxtrn, whscm, usda. gov/iri/portal j E.j Certificate Errar @ 4| K Ilr_, Live Search pe

= Edit View Favorites Tools  Help

' Favarites | o & | Weh Slice Gallery =

Bnews and Alerts - WESCM Porkal M- B - =1 e, —/ Tools - @~ ?

D Reopen Last Browsing Session

SDA United States rtrment of Agricy Internet Explorer
Web-Based Supply Chain Management 8 Compatibility

one. I R View & Disable

Pop-Up Blocker

= Pop-up Blocker L4
[d Manage Add-ons

'E* Work OFfline

News and Alerts Inbox W Compat !
Hews and Alerts Corpatibility View Settings ard
L¥l 1 Full Screen F11
ed Navigation
- R | Forums Toolbars + -
0 News and Alerts ‘ Forum Homs Explorer Bars L4
T — =0 E——— e Developer Toals F1z2
o |WBSCM News and Announcements Suggesied F1 e
Diagnose Connection Problems. ..
@ |ENS News and Announcements Send to Onefloke - Bl
o |[ENS N dA RA Internet Options
= |ENS News and Announcements (RA)
ews and Announcements ] 0/0 Msar 9, 2010 2:18 PM
@
2 |USDA Holds and Recalls 26 n/0 Mar 9, 2010 2:18 FM

@ New content gince vour last visit



CHECKING FOR NEW CONTENT - If the Little Dot is Green — There’s New Info

@ Mews and Alerts - WBSCM Porkal

News and Alerts  Inbox

Rir B - o Page~ Safety v Took - @~

Welcome Jane Doe

News and Alerts

[41¥] q
Detailed Navigation

L8 Hews and Alerts ‘ Forum Homs

| Portal Favorites BN

Forum / Category

‘ (@) There are no ftems to display ‘ @ | WBSCM News and Announcements
| r

@ lFNS News and Announcements

2 lFNS News and Announcements (RA) - |

o |USDA Holds and Recalls

News and
Announcements
from USDA -If
Dot is Green
There’s New Info

@ New content ince your last visit

Iy Contral Panel

Views Topics / Messages Last Post

120 0/0 Mar &, 2010 1:31 PM
15 0/0 Mar 3, 2010 2:17 PM
2 0/0 Mar 8, 2010 2:18 PM
35 0/0 Mar @, 2010 2:13 PM
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Master Data  Organization Maintenance

[T e S ==T0

Important — Review and Update Your User Profile

This Message will
Appear After You
Click “Update”

M intain U Profil Bacl
aintaii Sser Frofie Data was zaved succezzfully | Badl
I Detailed Havigation m ~ _l
J Maintain User Profile <—|
. Us&rS&mﬂyRepm
= Manage Users Title: I:E
First name: * |
I Portal Favorites S Last name: * [Gola |
= Entitlement/Bonus Summary Report
» Maintain Direct-Ship Delivery Periods Address
* ]
—— Street [165 Capital Ave. 5th Floor 5 |Househumber: [ |
City: Hartford |
I tant -
c (;Irlrf);())llt;:::nthis Region / State: [Connecticut v Postal Code:  [06106
section to receive Country: [UsA ||
Hold/Recall
Announcements Com L
Method Value { Humber / E-mail Address ) Recall Contact Preference
N Telephone || |860-555-5555 |[Preferred Method #3[=| & T
Telephone |«|  |880-555-1234 |[Preferred Method #2[=| & T
Email addres= - idum.gulia@_ansunia.urg] E Preferred Method # - 559 m
| = | | = 21
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Managing Users

Manage Users Crganization Maintenance Master Data

Manage Users
[4]¢]

L)
Detailed Navigation [~ I Manage Users

= Maintain Uzer Profile

| Back For

= U=er Security Report

J Manage Users| g e | [Search | [Reset]  Ansonia
e User Search Criteria [=]| |
Firzt Name Last Name Last Logon Date
\ J Dan Anzonia 2011-03-17 09:23:56
J Dominick Golia
If You Create a J Dan Sadowski 2011-03-17 10:05:24

Portal Favorite -
You'll Only Need
to Click Once!

HER 0 EHE=
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Create Portal Favorites

Manzgs Lisars

home | Operstons [T 7
L

| B3k Forwand

|a]#] L Open In New Window
I Detalled Mawigation m I Manage Lisars _

= Maintain User Proflie

Personzlize
» Liser Securky Repon ==lp
3 anags users | I || searcn || meser | - An=onts Desals
Ot oo | e s sz maenes
| oo 2 -l e e T
JDE" Aronia 2H1-03-17 (2356
| Dominicx Golla
| o Sanowsk 2011-03-17 100524

Cneate hoew Liser
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CLICK “Expand” Button

PO rovors [ |

Manage Users Crganization Maintenance MMaster Data

Manage Users
1] ¥]

= Kaintain Uzer Profile
= Uszer Security Report

4 Manage Users|

Portal Favorites

* Manage Uzers

| Back

I Manage Users

| || Search | | Reset | Ansonia

Organizations User Search Criteria [~

Firzt Mame Lazt Name

J Can Ansonia
J Dominick Golia
J Dan Sadowski

BED 0 EEH

| [Search | [ Reset]
Last Logon Date

2011-03-17 09:23:56

2011-03-17 12:58:37
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Portal Favorite Creation Completed

Crome | Opersions WO Repors | nep |

Manags Usars | Bask Fonward

|a]e| 14
Ansonta
I Detalled Navigation = | || searen | | Resa |
moe it . m - ==

= Ansania

v Liser Securly Report Firss hame L35t Mame L3s1 Logon Dafe

g Manags Ussrs

Portal Faworitas

Portal
Favorite

Crezte New Lsar |
LUisar Dwtalls
Personal dats [ o f »]rs
LiseriDr GOLIADO001 Comgany. 0004000744
FirsiMame*  Dominkk Phone: B3-736-5008
lastMame -  Goll Far 037365068
Emall: * dguliafansonla org Koblk: Phone:
Thie =-|
Sareet Address: 20 Pulaskl Higiway
CRE Ansonla
Zip Cooe 06401
Courtry - USA |
smoromos  [Comeos <]
Time Zone: =]
Tree Foot Wodlfy User || Deless User
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Update User

Oiperations

Click on the box

Manage Users
next to the
Mal Lisars —
hags person’s name and L=
I their information Ansonis
I Dstalled Navigation ill bel m SEest
will appear below Search | | Fese |
v User Securky Report ' it == = o=
) Manage Ussrs | .

= EnfRlemeniBonus Summary Fepor
= hiEintEin Dinect-Ship Delkery Periads
= htEnEge UEErs

HEE 0 E8a

Account First ame: ~ Dominlck Phone: 203735008

Lasi Name: - Galla Fac 203-T35-5058

Emalk - dgullafansconla org Mol Phane:
Thie: =-|

Street Address: 20 Pulask] Highway

CRy: Ansonta

Zip Coe: 05401

Courhry: UBA El

StateProvince: Conneciicat hd

Time Zone: -]

Create Mew User |
Email & Last User Dstalls
Name Must [T
Match eAuth P EoLADoN T 0T

Tres Fool

Wodlty User || Delete User
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MAKE SURE ORG ADMIN & ORDER MANAGER ARE IN CURRENT ROLES

USDA United States Departrment of Agriculture

_ Web-Based Supply Chain Management

rarn [

Manage Users Qrganization Maintenance Master Data

Welcome Mr. Dan Sadowski

Manage Users | Back
[4]¥] 1
= Maintain Uzer Profile |:||:||:| Hmvufﬂ DDD
= U=zer Security Report
-
User Details
Portal Favorites =10 - ]
E— i ; on
Current Roles
J Org Admin - RA
J COrder Manager - RA
J View-Only - RA
HER @0  HEBH
E/T Modify User || Delete User |
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If Order Manager Isn’t in “Current Roles” — Add it

1 ~amin - [ —

elUsers Organization Maintenance

s lUsers | Back Forward
4 J Dominick Golia
e G
ain User Profile
Security Report
avorites =0 I:“:":l H:mrnf2 I:":":'
User Details
Personal data Role data Admin data O
“User Updated LTV Roke ata | KR
Successfully” B Current Roles
will Appear J Order Manager - RA J User Admin - RA
o« ”»
After “Save J Org Admin - RA )’ Add b | Org Admin- RA
Button is

J Uzer Admin - R

Clicked | View-Only - RA
HER 0. EHEH HEHR 0 EHEHH
— - [ave]

R Updated Succes=fully.
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ADMIN DATA TAB

USDA United States Department of Agriculture

_ Web-Based Supply Chain Management

o [ e

Manage Users Organization Maintenance Master Data

Welcome Mr. Dan Sadowski Log Off

Manage Users | Back
[4]F] 1
I Detailed Navigation [~

» Maintain User Profile BEE [ HEBH

= User Security Report

Create New Uszer
:
Uzer Details
I Portal Favorites B [l
Personal dat; Il LD

User Locked:
Reason Locked:
| Resend Mew User Emﬂil|

NEVER LOCK
USER

| Modify User || Delete User |
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SETUP WBSCM ACCOUNT FOR YOUR
STAFF

30



Manage Users Will Display the People that are Assigned to Your District in WBSCM

USDA United States Departrment of Agriculture

_ Web-Based Supply Chain Management

| VEEILEE Admin | B <e—

Manage Users Master Data Organization Maintenance

Welcome Dan Sadowski Log Off

Manage Users | B
[4]¢]

1{
I Detailed Navigation | I Manage Users

= Maintain User Profile
» Uzer Security Report

: I—:I | |[ search| [Reset| ~ Ansonia
1 e User Search Criteria |'|| |
I Portal Favorites B e S st o Last Logon Daie
* Entitlement'Benus Summary Report J Dominick Golia
* Maintain Direct-Ship Delivery Pericds
* Manage Uzers
\ If You Created a
Portal Favorite
- It's Just One
ick!
clicke BEBD 0 ©EH

Create New Uszer
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Creating a New User

i I

I Manage Users Master Cata Organization Maintenance

Mzanags Lissrs
[a]¥| 1

I Detalisd Mavigation =
+ Maiizin User Proflie

v User Securly Report
0l Manags Users

Portal Favortes =1

- ErfRlemertEOonus Summary Report
* Malriain Direct-Ship Delvery Periods
" WErEge Users

Jores

[ || Searen || Reset | Ameonia
Byt Pl Gsar ssarn coters | w| | Searcn [ Feset
Sirst Name Last Name Las! Logon Cate
Jn:mnu Galla

BHEA 0. OE8
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Creating a New User — Personal Data Tab

ome | opersions WIS wepors | hep |
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Creating a New User — Personal Data Tab
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Detailed Navigation [~
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» U=er Security Report
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Creating a New User — Role Data Tab

PO reors [ |

Manage Users Qrganization Maintenance

Master Data

Manage Users
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= Maintain Uzer Profile
= Uszer Security Report
N Manage Users
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Creating a New User — Admin Data Tab

Email sent to user automatically

e ——
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Manage Users | Bac
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User Created Successfully

Master Data Organization Maintenance

e R o
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NEW USER WILL RECEIVE EMAIL

THE NEW USER WILL START AT SLIDE 6



Finding Entitlement
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CREATING PORTAL FAVORITES
DT o [

tlement/Bonus Summary Report

1
I Reports : Input Criteria

| (& Execute | | [# Print PDF Output

\i- Bonus Summary Report [T
ezet Valuez

lement Management

. Entitlement/Bonus Detail Report
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Program: * @ [ml &
Program ear: * & l:l To l:l >
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Enter Program & Program Year
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Entitlement/Bonus Summary Report
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Entitlement/Bonus Summary Report Details
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Entitlement/Bonus Summary Report Details
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Entitlement/Bonus Summary Report Details
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Running Reports

46



Requisition Status Report
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Requisition Status Report
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Requisition Status Report

— e
Order Processing

Requisition 5tatus Report

petailed Navigation

» [ Entitlement Management
« Mutti-Food Received Shipment Report

[ Requisition Status Report

« Value of Materials Received - Mutti-Food
« Value of Materials Received - Domestic {
« Mutti-Food Requisition Report

4

Requisition Status Report [T

| 4@ Go Back| [ [&] Print PDF Output |

View |REQUISITION_STAT... [+ | ||| Export 4|

1000009815

Portal Favorites

Manage Userzs

1000018023

1000028864

1000028393

100
200
300
400
500
600
100
200
300
400
500
600
700
800
800
1000
100
200
100
200
300
400

SCROLL RIGHT

Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Ready for Approval
Ready for Approval
Ready for Approval
Ready for Approval
Ready for Approval
Ready for Approval

4000744

Ansonia
Anzonia
Anzonia
Anzonia
Anszonia
Anzonia
Anszonia
Anzonia
Ansonia
Anzonia
Anzonia
Ansonia
Anszonia
Anzonia
Anszonia
Anzonia
Ansonia
Anzonia
Anzonia
Ansonia

Anszonia

Anzonia

Requisition Order # 5 Reguisition tem # &  Requisition Status = Sold-Te Party & Sold-To Name = RADD =

10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001

Ship-To Party & Ship-To Name

5002382
5002382
5002382
5002382
s002382
s002362
s002382
002382
5002382
5002382
5002382
s002382
s002382
s002362
s002382
002382
3001388
5002358
5002382
s002382
s002382
s002362

3Y5C0 FOOD SERVICE OF CT
SYSCO FOOD SERVICE OF CT
SYSCO FOOD SERVICE OF CT
SYSCO FOOD SERVICE OF CT
SYSCO FOOD SERVICE OF CT
SY'SCO FOOD SERVICE OF CT
SY'SCO FOOD SERVICE OF CT
3Y5C0 FOOD SERVICE OF CT
3Y5C0 FOOD SERVICE OF CT
SYSCO FOOD SERVICE OF CT
SYSCO FOOD SERVICE OF CT
SYSCO FOOD SERVICE OF CT
SYSCO FOOD SERVICE OF CT
SY'SCO FOOD SERVICE OF CT
SY'SCO FOOD SERVICE OF CT
3Y5C0 FOOD SERVICE OF CT

NARDONE BROTHERS BAKING CO INC

SCHWAN'S FOOD SERVICE

SYSCO FOOD SERVICE OF CT
SYSCO FOOD SERVICE OF CT
SYSCO FOOD SERVICE OF CT
SY'SCO FOOD SERVICE OF CT

L 13

Material

100002
100002
100002
100034
100034
100019
100034
100018
100018
100258
100158
100158
100158
100160
100160
100180
100007
100007
100158
100158
100158
100158

ALk

| Back F

Material Desc.

CHEESE CHED!
CHEESE CHED'
CHEESE CHED'
CHEESE MOZ L
CHEESE MOZ L
CHEESE PROCE
CHEESE MOZ L
CHEESE PROCE
CHEESE PROCE
STRAWBERRY
BEEF FINE GRO
BEEF FINE GRO
BEEF FINE GRO
BEEF SPP PATI
BEEF SPP PATI
BEEF SPP PATI
CHEESE CHED"
CHEESE CHED®
BEEF FINE GRO
BEEF FINE GRO
BEEF FINE GRO
BEEF FINE GRO
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Requisition Status Report

Each Column can be
Sorted Ascending or
Descending

betailed Navigation Requisition Status Report [T

Requisition Status Repori

1000009815 100 Approved by SDA | 4000744 Ansonia 10001 | 5002382 3Y5CO0 FOOD SERVICE OF CT 100002 CHEESE CHED!
200 Approved by SDA Ansonia 10001 | 5002382 SYSCO FOOD SERVICE OF CT 100002 CHEESE CHED'
300 Approved by SDA Ansonia 10001 | 5002382 SYSCO FOOD SERVICE OF CT 100002 CHEESE CHED'
400 Approved by SDA Anszonia 10001 | 5002382 SYSCO FOOD SERVICE OF CT 100034 CHEESE MOZ L
500 Approved by SDA Anszonia 10001 | 5002362 SY'SCO FOOD SERVICE OF CT 100034 CHEESE MOZ L
600 Approved by SDA Anszonia 10001 | 5002362 SY'SCO FOOD SERVICE OF CT 100019 CHEESE PROCE
1000018023 100 Approved by SDA Anszonia 10001 | 5002362 SY'SCO FOOD SERVICE OF CT 100034 CHEESE MOZ L
200 Approved by SDA Ansonia 10001 | 5002362 3Y5C0 FOOD SERVICE OF CT 100018 CHEESE PROCE
300 Approved by SDA Ansonia 10001 | 5002382 3Y5CO0 FOOD SERVICE OF CT 100018 CHEESE PROCE
400 Approved by SDA Ansonia 10001 | 5002382 SYSCO FOOD SERVICE OF CT 100258 STRAWBERRY
500 Approved by SDA Anszonia 10001 | 5002382 SYSCO FOOD SERVICE OF CT 100158 BEEF FINE GRO
600 Approved by SDA Anszonia 10001 | 5002362 SYSCO FOOD SERVICE OF CT 100158 BEEF FINE GRO
700 Approved by SDA Anszonia 10001 | 5002362 SY'SCO FOOD SERVICE OF CT 100158 BEEF FINE GRO
800 Approved by SDA Anszonia 10001 | 5002362 SY'SCO FOOD SERVICE OF CT 100160 BEEF SPP PATI
S00 Approved by SDA Anszonia 10001 | 5002362 SY'SCO FOOD SERVICE OF CT 100160 BEEF SPP PATI
1000 Approved by SDA Ansonia 10001 | 5002362 3Y5C0 FOOD SERVICE OF CT 100180 BEEF SPP PATI
1000028864 100 Ready for Approval Ansonia 10001 | 5001368 NARDONE BROTHERS BAKING CO INC | 100007 CHEESE CHED®
200 Ready for Approval Ansonia 10001 | 5002358 SCHWAN'S FOOD SERVICE 100007 CHEESE CHED"
1000028393 100 Ready for Approval Anszonia 10001 | 5002382 SYSCO FOOD SERVICE OF CT 100158 BEEF FINE GRO
200 Ready for Approval Anszonia 10001 | 5002362 SYSCO FOOD SERVICE OF CT 100158 BEEF FINE GRO
300 Ready for Approval Anszonia 10001 | 5002362 SY'SCO FOOD SERVICE OF CT 100158 BEEF FINE GRO
400 Ready for Approval Anszonia 10001 | 5002362 SY'SCO FOOD SERVICE OF CT 100158 BEEF FINE GRO

Il 0l [
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Requisition Status Report Settings

NSLP ENTTLE-5Y11 7.000 | C5 1,467 .20
NSLP ENTITLE-5Y11 7.000 | C5 1,467.20
NSLP ENTITLE-3Y11 7.000 | Cs 1,467.20 /
NSLP ENTTLE-5Y11 7.000 | C5 1,467 .20 ) )
You can modify your report view

L ENTTLE-SYTT 1| G 146720 / to show only the columns you
NSLP | ENTITLE-SY11 £.000 | CS 126560 [ need to see. Remove columns
ML ENTTLESY1 1 000 CS 42550 ( you don’'t need to see and Add

: - columns you want to see on
NSLP | ENTITLE-3Y11 6.000 | C5 4,243.60 \ your report. To view how this
NSLP ENTITLE-SY11 000 | CS 424580 \ would look, click the “Settings”
NSLP | ENTITLE-SY11 EO00 | CS 4306 Button.
NSLP ENTITLE-5Y11 6.000 | C5 424560 |
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-

View |REQUISITION_STAT... |+|

| Save || SaAve as... || Delete || Properties. .. |

Column Selection

HRE

HEE 'HSEH

Order Type Requisition Order #
50 ttem Category Requizition tem #
Sold-To City Requisition Status
Sold-To State [ Add | Sold-To Party
Ship-To City Sold-To Name
Ship-To State ;

Plant Desc. Ship-To Party
Cost/LB \, Ship-To Name

HER "B 8EH

ElElCh&ngeSmLmueEl

| oK || Cancel || Apply |

[Reaussmon_sTAT_[] [ Exporta]

N

Requisition Status Report Settings

You can also change the
sequence of the columns by

highlighting the column and

shifting up / down. Once you
have the report with the
columns you want, you should

click “Save as”. so you can

always access this view.

1000005815

Approved by SDA
200 Approved by D&
300 Approved by SDA
400 Approved by SDA
S00 Approved by SDA
G000 Approved by SDA

4000744

Anzonia 10001 | 5002382 SYSCO FOOD SERVICE OF CT 100002 CHEESE CHED'
Ansonia 10001 | 5002382 Sy3C0O FOOD SERVICE OF CT 100002 CHEESE CHED'
Anzonia 10001 | S002382 Sy3C0 FOOD SERVICE OF CT 100002 CHEESE CHED'
Anzonia 10001 | 5002382 Sy SCO FOOD SERVICE OF CT 100034 CHEESE MOZ L
Anzonia 10001 | 5002382 Sy3C0O FOOD SERVICE OF CT 100034 CHEESE MOZ L
Anzonia 10001 | S002382 Sy3C0 FOOD SERVICE OF CT 100019 CHEESE PROCE
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Requisition Status Report Settings

ited States Dapartmenl of Agriculture

eb-Based Supply Chain Management

sing

tus Report
4

_

Ylfanagemesnt

zeived Shipment Report
iment Report

Gtatus Report

rialz Recened - Muiti-Foo
rigls Received - Domestic
Juisition Heport

r Entry

iz
iBonus Detail Beport

Enter a view name in
the Description field. If you
click the initial view then this
is the view that will appear
every time you run the report.
If it’s not the initial view, you
can select the view from the
report.

| Properties... |

Dizplay

[

Description: *  Liv Eeq 3tatus Report E
Assignment:
%ﬂiﬂﬁfﬂ
= hve as
Ve / i
z itter
—" [oK] [Cancel] _:
OTder 1ype

S0 kem Category
Sold-To City

Sold-To State |

RA D i

Ship-To City
Ship-To State

Plant Desc

. Displayed Columns
Bequiziion Order #
Requizsition ftem #
Requisition Status
Sold-To Party
Sold-To Name
Ship-To Party
Ship-To Namea

Idaterial
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Requisition Status Report Settings
Requisition Status Report [T

| 4@ Go Back| | Print PDF Output |

Settings

View |:I'u'I1:,r Req Status Report - | | Save | ; Save as...

| Delete | | Properties. . |

Column Selection

H. Hidden Columns
Order Type

1k

S0 tem Category
Sold-To City
Sold-To State

RA D

Ship-To City
Ship-To State
Plant De=sc.

T Row] 1 Jora2 [~ [=]=]

%

KN =]

H. Dizplayed Columns
Requizsition Order #

Requizition tem #

Requizition Status

| Add b | Sold-To Party
|4 Remove | | | Sold-To Name
. Ship-To Party
Ship-To Hame

. Material

T TRewl - Jorzal - =T=]
El El Change Sequence El El

IDE!I Cancel || Apply |

View | REQUISITION STAT... |=| | Export |
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Requisition Status Report Settings

Here's
Where You Find

Your Custom Req P
Requisition Status Report [ Status Report
4@ Go Back | | [ [&] Print PDF Output
on Status Report _ ===
pog| REQUISTION_STATUS Approved by SDA | 4000744 Ansonia 10001 | 5002362 S¥SCO FOOD SERVICE OF CT 100002 | CHEESE CHED
Ctandard View! Approved by SDA Ansonia 10001 | sop2362 SYSCO FOOD SERVICE OF CT 100002 | CHEESE CHED
300 Approved by SDA Ansonia 10001 | sop2362 SYSCO FOOD SERVICE OF CT 100002 | CHEESE CHED
400 Approved by SDA Ansonia 10001 | S002362 SYSCO FOOD SERVICE OF CT 100034 | CHEESE MOZ
500 Approved by SDA Ansonia 10001 | S002362 SYSCO FOOD SERVICE OF CT 100034 | CHEESE MOZ
600 Approved by SDA Ansonia 10001 | 5002362 SYSCO FOOD SERVICE OF CT 100018 | CHEESE PROC
1000018023 100 Approved by SDA Ansonia 10001 | 5002362 SYSCO FOOD SERVICE OF CT 100034 | CHEESE MOZ
200 Approved by SDA Ansonia 10001 | 5002362 SYSCO FOOD SERVICE OF CT 100018 | CHEESE PROC
300 Approved by SDA Ansonia 10001 | S002362 SYSCO FOOD SERVICE OF CT 100018 | CHEESE PROC
400 Approved by SDA Ansonia 10001 | S002362 SYSCO FOOD SERVICE OF CT 100258 | STRAWBERR®
500 Approved by SDA Ansonia 10001 | S002362 SYSCO FOOD SERVICE OF CT 100158 | BEEF FINE GR
800 Approved by SDA Ansonia 10001 | S002362 SYSCO FOOD SERVICE OF CT 100158 | BEEF FINE GR
700 Approved by SDA Ansonia 10001 | S002362 SYSCO FOOD SERVICE OF CT 100158 | BEEF FINE GR
200 Approved by SDA Ansonia 10001 | sopz362 SYSCO FOOD SERVICE OF CT 100160 | BEEF SPPPAT
900 Approved by SDA Ansonia 10001 | sop2362 SYSCO FOOD SERVICE OF CT 100160 | BEEF SPP PAT
1000 Approved by SDA Ansonia 10001 | sop2362 SYSCO FOOD SERVICE OF CT 100160 | BEEF SPP PAT
1000028864 100 Ready for Approval Ansonia 10001 | s001369 NARDONE BROTHERS BAKING CO INC | 100007 | CHEESE CHED
200 Ready for Approval Ansonia 10001 | s002359 SCHWAN'S FOOD SERVICE 100007 | CHEESE CHED
1000028883 100 Ready for Approval Ansonia 10001 | sop2362 SYSCO FOOD SERVICE OF CT 100158 | BEEF FINE GR
200 Ready for Approval Ansonia 10001 | sop2362 SYSCO FOOD SERVICE OF CT 100158 | BEEF FINE GR
300 Ready for Approval Ansonia 10001 | sop2362 SYSCO FOOD SERVICE OF CT 100158 | BEEF FINE GR
400 Ready for Approval Ansonia 10001 | S002362 SYSCO FOOD SERVICE OF CT 100158 | BEEF FINE GR
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repots [0
Order Processing

Requisition Status Report

Requisition 5tatus Report
vl 4

petailed Navigation

¥ [ Entitlement Management
= Multi-Food Received Shipment Report

Requisition Status Report 7

@2 Go Back . Print PDF output['

[ Requisition Status Report
« Value of Materials Received - Mutti-Food
« Value of Materials Received - Domestic {
« Mutti-Food Requisition Report

Portal Favorites

Manage Userzs

View |REQUISITION_STAT... [+ | ||| Export 4|
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Approved by SDA
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Approved by SDA
Approved by SDA
Approved by SDA
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Ready for Approval
Ready for Approval
Ready for Approval
Ready for Approval
Ready for Approval

4000744

Ansonia
Anzonia
Anzonia
Anzonia
Anszonia
Anzonia
Anszonia
Anzonia
Ansonia
Anzonia
Anzonia
Ansonia
Anszonia
Anzonia
Anszonia
Anzonia
Ansonia
Anzonia
Anzonia
Ansonia
Anszonia

Anzonia

Il 0l [

10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001
10001

5002382
5002382
5002382
5002382
s002382
s002362
s002382
002382
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1000009815 Approved (05/31/2012 |WSLP E 11 (cs (5002362 100002 4600.83 |5000031304 Approved
100 by sDa SYSCO FooD CHEESE CHED 100 by sDA
SERVICE OF CT WHT SHRED
ROCEY HILL CT BAG-6/5 LB
1000009815 Rpproved (05/31/2012 |NSLP E 11 (o8 (5002362 100002 4600.83 |5000031305 Approved
200 by sDa SYSCO FooD CHEESE CHED 100 by sDA
SERVICE OF CT WHT SHRED
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1000009815 Rpproved (05/31/2012 |NSLP E E|ce |S0D2362 100034 306,33 |5000031348% Approved
500 by SDa SYSCO FOOD CHEESE MOZ 100 by SDA
SERVICE OF CT LITE SHRED
ROCKY HILL CT FRZ BOX-30
LE
1000009815 Rpproved (05/31/2012 |NSLP E 10 |cs (5002362 100019 491,49 |5000032774 Approved
£00 by sDa SYSCO FooD CHEESE 100 by sDA
SERVICE OF CT FROCESS WHT
ROCKY HILL CT SLC LV3-6/5
LE
1000019023 |Approved |[05/31/2012 [WSLP E 5 |les |5002382 100034 4306.33 (5000031347 Approved
100 by SDA SY3CO FOOD CHEESE MOE 100 by SDA
SERVICE OF CT LITE SHRED
ROCEY HILL CT FRZ BOX-30
LE
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